Sample Letter of Intent to Retire
Jason Doe
111 Retirement Lane
Newport, Virginia 00000
November 15, 2010
Susan Smith, CEO
Employment, Inc.
222 Working Way
Newport, Virginia 00000
RE: Letter of Resignation from Jason Doe, Vice President
Dear Ms. Smith:
I regret to inform you that I will be retiring from Employment, Inc. as a vice president on December 31, 2010. This letter should serve as my official notification.
I am grateful to you and all of my colleagues for providing me with a wonderful place to work for the past 10 years. The company gave me more opportunities than I thought were possible and I enjoyed them all.
Although I will be leaving, I would like to express my desire to help with the transition period. I am more than willing to train my replacement or to offer any other assistance that I can.
Finally, I want to thank my superiors and colleagues for their support and concern over the years. I hope that Employment, Inc. continues to be successful for many years to come.
With great respect and regard,
Jason Doe
